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N°. organization grows truly national in scope through 
the efforts of professional organizers alone. Neither 


can membership committees unassisted achieve this goal. 
Every individual member must do her part. Therefore, 
in the October membership campaign, for which a prize 
of $50 will be awarded the chapter showing the largest 
relative increase, it is expected that you will use the 
enclosed prospectus and membership application form to 
enroll one new member. This is not merely your priv- 
ilege, but your duty to your chapter and to N. S. A.! 
If you require additional membership application forms, 
obtain them from the membership chairman of your 


chapter. 


has been suggested that we create THE ORDER 
OF THE QUILL. This would be a select group to 
which N. S. A. members would graduate with distinc- 
tion. No additional dues would be involved, nor would 
the members’ regular activities in N. S. A. be affected. 
Members of THE ORDER OF THE QUILL would 
be entitled to attach to their emblem an extra guard-and- 
chain in the form of a quill. Requirements: (1) com- 
pletion of one full year as a member in good standing; 
(2) passing a written test in letter writing; (3) assist- 
ing N. S. A.’s growth by enrolling one new member. 
All chapters will vote on this proposal in October. 


























ICTURED in the enclosed issue of POSTSCRIPTS 
P is Aline E. Hower, eminent Letter Counselor and 
nationally known in the field of Letter Writing. N. S. A. 
is fortunate indeed in having contracted with Miss 
Hower to conduct its Letter Clinic hereafter. The first 
of her series of articles is published in this issue. Do 
not miss any of them. They constitute a veritable treas- 
ure trove of constructive ideas for the secretary aspiring 
to climb the ladder of success. As conductor of the Let- 
ter Clinic, she will on written request answer free of 
charge any of your questions pertaining to letter writing. 
Here is a free service worth many dollars both to you 
and to your employer! 


HO is “a member in good standing”? She is a 

member whose national dues of $3.65 have been 
paid in advance for each twelve-month period dating 
from the date of her application for membership. Chap- 
ters, of course, are privileged to make their own re- 
quirements concerning payment of whatever local dues 
are assessed. National Headquarters drops from mem- 
bership, and notifies chapter officers, any member 
whose national dues are more than thirty days delin- 
quent. Notice of the date of payment for national dues 
is sent to each member individually thirty days before 
the date of payment. This notice is enclosed with the 
magazine delivered to the individual member concerned. 




















—- 











RE you utilizing to the fullest the purposes for 

which your loose-leaf binder is intended? You can 
file therein all copies of THE NATIONAL SEC- 
RETARY, thus compiling what some day will be the 
equivalent of a bound volume of invaluable information 
on Letter Writing, Effective Speech, Busineses Eti- 
quette, and Personality Building. In addition, by filing 
therein all copies of POSTSCRIPTS, you will accumu- 
late a scrapbook chronicling news of people and events 
to which in the years to come you will want to refer in 
pleasant retrospect of a certain period of your career as 
a business woman. 











HE structure of an organization is not like that of 
T a building which, by throwing together mortar and 
bricks and lumber, can be created overnight. Customs, 
policies, traditions—all must have time in which to 
flower. Trial and error methods must characterize the 
formative stages. Happily, N. S. A. is now approaching 
the stage of maturity which makes possible crystallization 
and standardization of things proved. One of these is an 
effective Installation Service for new officers and new 
members. A copy, punched for insertion in your loose- 
leaf binder, will be enclosed with the next issue of your 
magazine. 



































BETTER 


WHAT’S THE GOOD WORD? 


Fish: This word is plural mainly in a collective 
sense, as “Did you catch any fish?” Following a nu- 
meral, the preferred plural form is fishes, as “We 
caught six fishes.” 

In-Laws: As a suffix, this is incorrect in connection 
with son, daughter, etc. The correct plurals are sons- 
in-law, daughters-in-law, etc. 

Spat: In the past tense of the verb spit, this is an 
archaic form. The modern forms are spit, spit, spit. 


Flier and Flyer: A flier is one who flees, such as a 
fugitive from justice. A flyer is one who flies, such as 
an aviator. 

Habit: This word is often used for custom. Habit 
applies mainly to individuals, and means a tendency to 
repeat an action. Custom applies mainly to groups and 
institutions, and stresses the actual repetition of an act. 
Correct: “She has a habit of rising early”; or “In the 
tropics it is the custom to rise early.” 


Wages and Salary: In popular usage, wages are 
paid to handicraft workers. Wages are paid by the 
hour or day; a salary is paid by the week or month or 
year. : 


Want to: This is a colloquial expression for should 
or ought to. Substitute one of the latter for want to in 
such expressions as “You want to be careful in crossing 


the street.” 


Enclosed herewith: ‘This expression is highly illogi- 
cal, because the first word conveys the idea of the sec- 
ond. Use one or the other when it is necessary—but 
never both. Equally incorrect is enclosed herein. 


Rostrum: Both rostra and rostrums are correct for 
the plural form. However, the preferred form is rostra. 





Necessaries: This word is preferred to necessities 
in connection with things essential, requisite, or indis- 
pensable. Correct: “Food, clothing, and shelter are 
necessaries of life.” 

Each other: Correct only when two persons or 
things are involved, as “Brother and sister resemble 
each other.” When reference is made to more than 


two persons or things, use one another, as “All the 
buildings in the town are very much like one another.” 


*HOW DO YOU PRONOUNCE IT? 


Sadism:  sad’iz’m 
Safari: saf’ah-ree 

Saga: sah’gah 
Sang-froid: sahn-frwah’ 
Savant: sah-vahn’ 
Schism: sizm 

Senile: see’nyl 

Soiree: swah-ray’ 
Soprano: soe-prah’noe 
Sotto voce: sot’to voh’chay 
Status: stay’tus 
Swastika: swas’tih-kah 
Synod: sin’od 


*KEY 


A long (as in fate)—ay O long (as in note)—oh, oe 
short (as in fat)—a short (as in not)—o 


(as in fall—aw U long (as in cute)—ew 
broad (as in far)—ah (as in rule)—oo 
ah as im sodah short (as in mud)—uh 


E long (as in beet)—ee Y final (as im very)—i 
short (as in bet)—eh G soft (as in age)—j 

I long (as im bite)—y TH soft (as in father)—th 
short (as in bit})—ih N nasal (as im domg)—n 





BUSINESS ETIQUETTE 


IS IT GOOD MANNERS? 


Ordinarily, a well-bred person never enters a private office without knocking on the door first. 


The secretary is privileged, as a general rule, to enter her employer’s office without knocking. 


However, if there is someone else in the office—whether a friend, an office caller, or an associate—or if for 
some reason the secretary feels that it would be more courteous, she should knock on the door. 


It is not necessary for her to wait for an answer before entering. However, if the door happens to be open, 


she ought to look in and ask permission to enter. 


Respect for other persons’ time is a mark of breeding, so try not to waste your employer’s time by unnec- 
pe pe g, so try yo ye 


essary visits to his private office. 











ALINE E. HOWER, 
Letter Writing Counselor of N. S. A. 


Lincoln, Nebraska—KORNEY KERNELS, news sheet 
of Cornhusker Chapter, has made its appearance. Congratu- 
lations to the editor! It is indeed a chatty and well edited 
little bulletin. 


At the September 11 meeting of the chapter, the following 
new officers were elected: Mary Zieg, president; Vera Barron, 
vice-president; Helen Stein, recording secretary; Blanche Mc- 
Donald, corresponding secretary; Frances Schowengerdt, treas- 
urer. 

Ventura, California— After a protracted illness at the 
Seaside Hospital in Long Beach, Loraine Bury Purcell has 
resumed her duties as resident registrar for Sierra Chapter. 





The chapter is planning an ambitious Boss Night Dinner 
for October. 


Oklahoma City, Oklahoma—Minnie C. Wilson has been 
elected president of Redbud Chapter, succeeding Grace New- 
man, who recently resigned. 

At its September dinner meeting the chapter had as its guest 
speaker Fay Webb, executive director of the Council of Social 
Welfare. The subject of Miss Webb’s talk was “Business 
Administration.” 

With Zelda Harrell resuming her activities as resident regis- 
trar, this chapter expects to increase substantially its member- 
ship during the autumn. 


Minneapolis, Minnesota—Gopher Chapter’s recent meet- 
ing was at the Uptown Bowling Alleys, where plans were 
made for an exciting season of bowling. 


Here is the most consistently athletic-minded chapter in 
N.S. A. 


Springfield, Missouri—Although it is the newest among 
N. S. A.’s many chapters, Hawthorn Chapter has already 
come to the forefront with what is probably the most attractive 
news sheet in any chapter. AROUND THE SQUARE is its 


name. Edna J. Wilson is the editor. 





Sioux City, lowa—Sioux Chapter has plunged actively 
into war work. One of its activities is serving Sunday supper, 
one Sunday of every other month, at the USO. 


The two most recent meetings of the chapter have been 
highlighted by interesting speakers who have been serving 
in foreign war zones. At one meeting Ruth Packard, who, 
while as a member of the Y. W. C. A. staff in China, was 


PWostscripts 





interned by the Japenese for seven months, discussed the 
secretaries of China. At the other meeting Technical Sergeant 
Richard Byers, a veteran of fifty missions in the European 
theater of war, told a gripping story of the bombing of the 
Ploesti oil fields in Rumania. 


St. Louis, Missouri—St. Louis Chapter celebrated its sec- 
ond anniversary September 7 with a dinner at the Forest Park 
Hotel. Members of the Forest Park Chapter and the Missouri 
Chapter were guests. 


The speaker of the evening was charming Gretchen Vander- 
schmidt, director of Sarachon-Hooley School of Secretarial 
Training. Her subject was “Can You Mind Your Own Busi- 
ness?” 

The invocation, “The Lord’s Prayer,” was beautifully sung 
by Mrs. Pernoud, mother of Antoinette Pernoud. She was 
accompanied by Helen Prange, one of St. Louis’ notable mu- 
sicians. 


Marie Whisler gave a witty dialogue, which was hilariously 
applauded. 


One of the highlights of the evening was the presentation 
of a portable bar to the president, Ursula Dougherty, in recog- 
nition of her gracious hospitality at her summer home during 
July, when the chapter was entertained for a day in the 
country. 


Lucille Rippetoe has resigned as vice-president of the chap- 
ter. Lucille is now an N. S. A. registrar and is moving to 
Florida, where she will serve as regional director for N. S. A. 
Amie Reiss succeeds her. 


The new resident registrar for St. Louis is Jean Scholz, who 
is planning an active autumn campaign to give St. Louis the 
largest N. S. A, membership in America. 


Des Moines, lowa—Hawkeye Chapter has entered two 
teams in the Secretaries’ Bowling League, which began its 
season September 11. 


At a recent meeting of the chapter Hilda Hart gave an 
interesting talk on “Getting Along With People.” 


Orange, Texas—Lone Star Chapter’s August dinner meet- 
ing was attended by twenty-six members. Five new members 
were welcomed into membership. 











All members of the chapter have volunteered for .Red Cross 
work every Monday evening from 7 p. m. to 10 p. m. 


Detroit, Michigan—Detroit Chapter, which suspended ac- 
tivities for the summer, will resume its dinner meetings Sep- 
tember 21. 


The chapter has authorized its treasurer to contract for at- 
tractive stationery bearing the N. S. A. crest and chapter name. 


Kansas City, Missouri—Election of officers was held at 
Westport Chapter’s September dinner meeting. These were 
the results: Ann Ritchey, president; Lillian Sparkman, first 
vice-president; Dorothy Henderson, second vice-president; 
Marie McDonald, corresponding secretary; Lorene Hoemann, 
recording secretary; Fredda Harris, treasurer. 


St. Paul, Minnesota—Mary Hall Helperin, organizer of 
St. Paul Chapter, entertained members at her summer home 
on Bald Eagle Lake recently in celebration of the second anni- 
versary of the chapter. 


The August business meeting of the chapter was made very 
interesting by E. C. John, assistant manager of the Social 
Security Division of the Internal Revenue Department. Mr. 
John, as guest speaker, talked on Social Security. 


“How do you expect to accomplish anything with three 
good looking stenographers in your office?” 
“By giving two of them a day off.” 
Minisa Pow-Wow. 


If little Red Riding Hood lived today, 
The modern girl would scorn her; 
She only had to meet one wolf, 
Not one on every corner. 
—Gapher Chatter. 


Jane: “I bet that man was embarrassed when you caught 
him looking through the transom.” 
Ruth: “Gash, yes, I thought he’d never get over it.” 
—Will Rogers Lasso. 


A young garl applying for a job in a war plant office 
answered the interviewer: “Certainly I can take shorthand— 
only that way it takes me longer.” 

—Westport Wagon Wheels. 


bd 


MARGUERITE HOWARD 


Northern Chapter Regent 


bd 


THREE MONKEYS 


Three monkeys sat in a cocoanut tree, 
Discussing things as they are said to be. 
Said one to the other, “Now listen you two, 
There's a certain rumor that can’t be true— 
That man descended from our noble race. 


The very idea is a disgrace. 


No monkey ever deserted his wife, 
Started their babies, then ruined their life; 
And you'll never know a mother monk 
To leave her babies with others to bunk; 


Or pass them on from one to another 


Till they scarcely know who is their mother. 


And another thing you'll never see, 


A monk build a fence around a cocoanut tree; 


And let all the cocoanuts go to waste, 
Forbidding all other monks a taste. 
Why, if I’d put a fence around the tree, 


Starvation would force you to steal from me. 


There’s another thing a monk won’t do— 
Go out at night and get on a stew; 

Or use a gun or club or knife 

To take some other monkey’s life. 

Yes, man descended, the ornery cuss, 


But, brother, he didn’t descend from us.” 


—Author Unknown. 
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THE LETTER CLINIC 


Conducted by Atine E. Hower 






THE THOUGHT QUALITY 


“T have before me just a little piece of white paper,” 
said Robert Louis Stevenson. “It is blank and mean- 
ingless as it stands, yet what marvelous possibilities 
it contains!” 


Never have letters played a more important part in 
human affairs than today — letters to our military 
forces, letters that inform, sell, collect, adjust, arrange. 
Never before has it been so urgent that we express 
courage, good cheer, charity, and avoid gloom, im- 
patience, and the loss of our sense of humor. 

Dwight Morrow offers a helpful idea. He was in 
the office of a naval official during the last World 
War, when a young officer entered, saluted, and stam- 
mered, “Sir, a fleet is approaching, and the harbor is 
filled with.explosive mines!” The official didn’t even 
look up from his desk. “Sir,” he charged, “you are 
violating Rule 6.” The young man saluted and de- 
parted, whereupon Mr. Morrow, puzzled by this pro- 
ceeding, inquired, “And what is Rule 6?” “Never take 
yourself too seriously!” was the answer. 


Not for an instant does Rule 6 admit of careless- 
ness. It does help clear and keep clear the mental 
atmosphere. 


Approve or Condemn 


The people around us sense whether we approve or 
condemn, like or dislike them. A customer wrote a 
large mail order house: 

“When, when, when, for heaven’s sake, when do 
I get my money back for that bobsled I ordered last 
fall? It was so long ago that I have forgotten the exact 
date, but I know it was right after I moved here in 


November. 


“The order reached you, for you wrote as if you 
were trying to put some other sled over on me. Don’t 
you think I know what I want? This is to tell you 
that I wouldn’t have taken anything else but the sled 
ordered if you had sent it. As it was, I didn’t get any 
sled at all. 


“Send back my money and I'll trade elsewhere. I’m 
done. I have dealt with you from various addresses 
for many years—perhaps too many, if you feel so sure 
I can be neglected. Do I get my dough, or do I pub- 
lish you?” 

Undisturbed by the exhibition of spleen, the letter 


writer who received that complaint answered as fol- 
lows: © 


“Enclosed is our check for thirty-four dollars and 
ninety-five cents, the amount you sent us about six 
weeks ago for a sled which never reached you. 


“As you ordered your sled from an old catalog and 
the manufacturer is no longer in business, we could 
not supply the one you wanted. We have a much 
stronger sled in the same size and practically the same 
style, which we have been listing at a higher price, 
but we were willing to send this without extra charge 
and wrote you to that effect. No reply reached us, 
and we wired that we would ship the more expensive 
sled if you had no objection. Receiving no answer to 
the telegram, we made shipment over the Big Three 
Railroad, November 15. 


“Three weeks later the agent wrote to us that the 
shipment was on hand unclaimed and that the con- 
signee was unknown. As no better address could be 
located, the sled was returned to the factory. Appar- 
ently its not reaching you was due to no fault of ours, 
but to the fact that you were not yet known by the 
agent in your new home. 


“This does not affect our interest in your satisfac- 
tion, however. We are still anxious that you should 
be pleased in every transaction with us; and if you will 
reconsider our proposition, we will allow the special 
price of $34.95 on the better sled, provided this letter 
accompanies your order and is enclosed in the envelope 
we are sending you. 


“You have reminded us of many years of satisfactory 
dealing with us, and we hope to serve you to our 
mutual pleasure and profit for many years to come.” 


Sensed the Mental Attitude 


Notice how the customer sensed the mental attitude 
of the correspondent in his answer, which follows. He 
specifically mentioned kindness and patience. 


“That telegram that you sent never reached me, I 
suppose for the same reason that the agent didn’t notify 
me when the sled came. 


“I am returning your check, and you may send the 
sled. It sure is a bargain. Please accept my thanks for 
the kindness and patience you have shown. 


“I have been dealing with your firm a number of 
years and have never yet had a matter that was not 
adjusted or explained to my entire satisfaction in the 
end. I am heartily ashamed of losing my temper—and 
I hope you will forgive my rudeness. I am with you 
and for you to the finish. Yours more than ever.” 


“The likelihood of success of your letter will depend 
95 per cent on your mental attitude,” said a sales man- 
ager. Watch the thought quality of your letter! 


Aline E. Hower, nationally known Letter Counselor of the HOWER LETTER IMPROVE- 
MENT SERVICE, is the author of the interesting series of twenty-six articles on Letter Writing 
which recently appeared in the Christian Science Monitor, to whom credit is given for reproduction 
of the article above. Miss Hower, who has recently been appointed Letter Writing Counselor 


for N. S. A., will be glad to answer free of charge any N. S. A. me 





pertaining to 


lL. 's rt} 
letter writing. Merely address your questions to her at 6321 Natural Bridge Road, St. Louis 20, 


Missouri. 









































PERSONALITY DEVELOPMENT 


MENTAL ALERTNESS 
by H. Rosinson Sutpxuerp, Px.D., Lrrr.D. 


Are you, as the Scotch say, “Quick on the uptake?” 
on your toes? responsive? I don’t mean given to 
“snappy comebacks”—that sort .of thing gets unpleas- 
ant, as a kind of showoff. I do mean an alert, observ- 
ing keenness that is sensitive to others around you, in 
a helpful, useful spirit—so that your associates get to 
feeling that you are “all there.” ‘They like to have you 
in their discussion groups, because you are so inter- 
ested and alive that you always contribute something 
helpful. When you are working, your attention is of 
course concentrated on your work. But when you are 
in conference, you are quick to sense the meanings of 
what is being said; quick to see the ramifications and 
the results of the action proposed; quick to distinguish 
between the central issues and the marginal—essential 
and non-essential, important and unimportant. 


This mental alertness, of course, is closely tied in 
with at least two other important qualities: Imagina- 
tion, and Judgment. Yet it is a unique, different trait, 
that doubles the value of imagination and judgment, 
because it brings those to bear swifty,—and at the 
moment when they are most needed. You have prob- 
ably realized afterward what you should have said or 
done in some swift-moving situation; but at the time 
you just weren’t “all there.” Afterward it was too late; 
your helpful imagination and wise judgment were of 
no use because they didn’t get on the job in time. 


Ours is a fast-moving world; and the race does go to 
the swift. Our competitors are out to “beat us to the 
punch;” and even though they are inferior, and we 
know we are much better, yet if they are on the spot 
and we aren't, they'll go home with the bacon. It 
isn’t enough for us to be good; we've also got to be 
“quick about it.” If the conference breaks up before 
we can offer you good suggestions, it’s just too bad— 
for us and all our associates. 


The mental alertness comes from another pair of 
qualities that we are concerned to develop: Health 
Habits, and Adaptability. The first is a physical 
cause; the second is a mental and temperamental cause. 
If you are taking good care of your body, and getting 
the sleep you need, and using hot and cold baths for 
refreshment and stimulation, and getting the right 
exercise and the right food, your mental machinery 
will be running smoothly and efficiently—you will be 
“on the job” and “all there.” And if you are nimbly 
adaptable, mentally hospitable, you will lose no time 
adjusting yourself to the new turns the discussion 
takes: you are mentally a good broken-field runner, 
and can sidestep, change pace, fend off would-be 
tacklers, and go down the field to your goal without 
losing a stride. 


Such a winning performance requires, too, keen 
observation. That, you see, is the meaning of adapt- 
ability. You avoid obstacles because you see them in 
time. No man ever becomes a good broken-field run- 
ner if he puts his head down and expects everybody 
to get out of his way. The whole opposing team are 
determined to stop him. Our American Indians could 
get around unbelievably, and then find their way back, 
because they had developed an uncanny, unfailing 
power of observation. They noticed everything, and 
remembered all they saw. “Heads up,” keen-eyed, re- 
sourceful, responsive alertness is what every one of 
us 20th Century Americans must have to reach his 
goal. 


1. Your Word-Hunt for Treasure. Make your own 
daily additions to this starting-list of words that sug- 
gest mental alertness: 


resourceful, resourcefulness 
responsive, responsiveness 
adaptable, adaptability 
adjustable, adjustability clear-eyed 
observant keen-eyed 
adept prompt 
expert, expertness 
watchful, watchfulness 
vigilant, vigilance 
2. Make Statements About Alert People. Every 
day write out a few sentences like these about people 
whose mental keenness you want for yourself: 


“When he was alone, he concentrated on what he was 
doing; when he was with others, he concentrated 
on them.” 

“She never had to say, ‘Would you remind repeating 
that? I didn’t quite get it.’” 

“He could answer our objections almost before we fin- 
ished making them.” 

3. Read Victor Heiser’s An American Doctor's 
Odyssey. Here is a fascinating, classic story of mental 
alertness, adaptability, and resourcefulness that you 
cannot afford to miss knowing. It will be well worth 
adding to your permanent library. 


4. Your Other Reading. Men and women of action, 
like Dr. Grenfell, Major Rogers, Theodore Roosevelt, 
T. E. Lawrence, Osa Johnson, have always been men- 
tally alert—they had to be. Your reading of action 
stories will bring you constantly in revealing contact 
with people who got things done because they were 
“on their toes.” 


5. Your Letters. Letter-writing is relatively slow— 
gives you more time to think than the swift give-and- 
take of talk. To help yourself develop this trait of 
mental alertness in your correspondence, therefore, 
make a business of writing to your friends all you can 
learn about such people, and their mental alertness 
that you would like to make your own. 


keen-minded 
quick-thinking 
quick-acting 


Spry 
nimble 


There is nothing so elastic as the human mind. Like imprisoned steam, the more 
it is pressed the more it rises to resist the pressure. The more we are obliged to do 


the more we are able to accomplish. 


—Tryon Edwards. 





